7610.1 REV-4

2-1

CHAPTER 2. OBTAI NI NG HUD APPROVAL

Approval Criteria. HUD will accept applications fromnational, multi-
State, regional, and local entities. Applicants with branch offices or
affiliate nmenber organizations over which the primary entity exercises
some control regarding services rendered, and the quality of those
services, may subnit a single application for approval of the primry
entity and its branches or affiliates. The branches or affiliates nust
neet the primary entity's standards as well as those in this handbook
An applicant agency with branch offices or affiliates nust provide a
witten delineation of the responsibilities of the parent organization
and its branches or affiliates.

The foll owing approval criteria apply to all applicants. Each branch or
affiliate included in an approval application nust satisfy these
criteria.

Nonprofit Status. An applicant and its branches or affiliates for
approval nust function as private or public nonprofit

organi zations. The applicant nust subnit evidence of nonprofit
status as denonstrated by section 501(c) (3) of the Interna
Revenue Code approval (or pending approval) to support its
nonprofit status and that of its branches or affiliates.

Conmunity Base. The applicant or its branches and affiliates nust
have functioned for at |east one year in the geographical area that
the applicant proposes for itself or its branches or affiliates to
serve as a HUD-approved housi ng counsel i ng agency or agenci es.

Experience. The applicant nust have successfully adm nistered a
housi ng counseling program for at |east one year

Audit. The applicant nmust have had an independent audit of its
financial records during the twelve nonths preceding the date of
appl ying for HUD approval. An applicant nmust submt with its
approval application a copy of the nost recent auditor's report.
An applicant with branches or affiliates with accounting

i ndependent of the applicant nust provide witten assurance that
those branches or affiliates neet this criterion

NOTE: A national, regional, or multi-State applicant whose
| atest audit does not nmeet this timeliness criterion may
receive a conditional approval. HUD wll grant
conditional approval if the applicant agrees in
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witing to contract for the conpletion of the required
audit within six nonths of their application for
appr oval

Recor dkeepi ng and Reporting. The applicant and its branches or
affiliates nust have an established system of recordkeeping so that
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data can easily be reported to HUD and reviewed by HUD in rel ation
to housing counseling services. See chapter 4.

Counsel i ng Resources. The applicant and its branches or affiliates
must have sufficient resources to inplenment the proposed counseling
plan no |l ater than the date of HUD approval

1. Funding. The application for approval mnust provide evidence
of funds on hand or a witten commtment for funds to cover
the cost of operating the proposed counseling plan during the
initial twelve-nonth period of HUD approval This includes the
availability of funds for branches and affiliates. Applicants
that plan to charge counseling fees nmust conmply with chapter
6 of this handbook. (HUD approval neither includes nor
guarantees HUD funding in the future.)

2. Staff. The applicant and its branches or affiliates nust
enpl oy staff trained in housing counseling with at |east six
mont hs experience in the job they will performin the
counsel i ng program

3. Language Skills. Counselors nust be fluent in the |anguage of
the clients they serve, or the counseling agency nust use the
services of an interpreter.

Know edge of HUD Prograns and Local Housing Market. The applicant's
housi ng counseling staff, including those in branches and
affiliates, nmust possess a working knowl edge of HUD housi ng
prograns (including public housing), the housing prograns avail abl e
in the community, and the |ocal housing market.

A wor ki ng knowl edge neans that a counselor can informthe client in
detail regarding what housing is available for which the client is
eligible, howthe client applies for the housing, and the rights
and responsibilities of all parties involved in particul ar housing
transacti ons--1eases, nortgages, notes, contracts, etc.
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Subagreenents. The applicant, its branches or affiliates, nust
deliver all of the counseling activities set forth in the
applicant's counseling plan. Subcontracting with other entities is
permitted ONLY in geographi cal areas where no HUD-approved housing
counsel i ng agency exists; however, the subcontractor nust neet the
HUD- approval eligibility standards in this handbook. This does not
prevent an approved agency fromreferring clients to other
community resources for assistance.

National, regional, and nmulti-State entities may enter into
subagreenments with their branches or affiliates to provide
counsel i ng services. The "agreenents” may sinply be an exchange of
letters which al so delineate the respective housing counseling
program responsibilities of the parent organization and its
branches or affiliates.



Conmunity Resources. The applicant, or its branches or affiliates,
nust have established working relationships with private and public
community resources to which it can refer clients who need help the
agency cannot offer.

J. State and Local Requirenents. The applicant, including its
branches or affiliates, nust neet all State and |local requirenents
for its operation.

K. Facilities. The counseling facilities of the applicant or its
branches or affiliates nust neet the following criteria.

1. Located in the conmunity of the target popul ation

2. Provide privacy for all one-on-one sessions between a
counsel or and a client.

3. Public transportation is within easy wal king di stance (15
m nutes) of the applicant's |ocation, except for rural or
di stant suburban | ocati ons.

4. Operating hours include regular work hours and days, and other
hours and days when necessary to neet the needs of working
clients.

5. Ease of access for disabled and el derly persons, or be willing
to neet with such persons at an alternative accessible
| ocati on.
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L. Assurances. The application nust include the assurances set forth
on Form HUD- 9900A or 9900C, application for HUD approval as a
housi ng counsel i ng agency. See Appendi x 1A, page 2 of 4, or
Appendi x 2, page 4 of 10. These assurances al so apply to branches
and affiliates.

2-2 The Application for Approval Process

A Local Entities. A local entity may have only one office or a main
office with branch offices in no nore than two conti guous States.
An application includes a Prelimnary Application, an application
conference, and a Final Application. The Prelininary Application
hel ps HUD determine if the agency possesses the basic
qualifications to initiate the Final Application process. The
preparation of the Prelimnary Application can save the resources
of the applicant and HUD, if HUD deternines fromthe Prelimnary
Application that the applicant does not or night not qualify.

B. National, Regional, and Multi-State Entities. This type of entity

serves a | arge geographi cal area consisting of the nation or a
majority of its States; a major region of the country, such as the
Sout hwest or the Northeast; or a group of two or nore contiguous
St ates.



Organi zations with branches or affiliates nake application to HUD
Headquarters. They submt applications based on Form HUD- 9900C
(See Appendix 2.1). Address inquiries and applications to:

Deputy Assistant Secretary for Single Fam |y Housing
U. S. Departnment of Housing and Urban Devel opnent

451 Seventh Street, S.W

Washi ngton, D.C. 20410

The Housing Counseling staff in Headquarters will process al
applications fromthese organi zati ons.

NOTE: Applicants that are | ocal entities (not national
regional, or multi-State) with offices |ocated in nore
than one HUD office jurisdiction, see paragraph 2-6

bel ow.

2-3 Application Log. The HUD office will maintain a log for recording the
recei pt of applications as well as all actions relating to processing
the applications. See Appendix 21, Processing Log: Application for HUD
Approval as a Housi ng Counseling Agency.
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A Application Forns
1. Local Entities Use Form HUD-9900A, Prelimnary Application for

HUD Approval as a Housing Counseling Agency. Appendix 1
contains a sanple of this form |f HUD approves the
prelimnary application, the applicant then uses Form HUD
9900B to prepare its final application. See Appendix 1.
2. National, Regional, and Miulti-State entities use only

For m HUD- 9900C, Application for HUD Approval as a Housing
Counsel i ng Agency.

B. The HUD Field Ofice reviews the Prelimnary Application. The

office will send a witten acknow edgenent to the applicant agency.
Wthin thirty days of its receipt of an application, the office
will reviewit, determine if the applicant neets the initial
approval criteria required under this part of the application, and
notify the applicant agency under subparagraph a. or b. below. Use
Form HUD- 9904, Checklist for Review of An Application for HUD
Approval - Prelimnary Application. See Appendix 3.

1. Approval. HUD w Il notify the applicant by letter or
a tel ephone call and arrange for a preapplication conference
with the applicant. Paragraph B2-4 bel ow describes the
conf erence.

2. Disapproval. HUD will notify the applicant by a letter
that sets forth the reasons why the applicant does not neet
the approval criteria. The applicant nay submit a revised
Prelimnnary Application or appeal HUD s decision by addressing
a letter to the HUD office that reviewed the applicant's
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Prelimnary Application. See Chapter 8 regarding appealing a
negative deci sion

Note 1: If the applicant agency does not receive from HUD
an acknow edgenent of receipt of the prelimnary
application within 15 days of subnmitting it, the
appl i cant shoul d communi cate with the HUD office to
determine if HUD received the docunent.
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Note 2: If the applicant agency does not receive fromHUD t he
approval or disapproval nessage within 45 days of
submi ssion of the prelimnary application, the applicant
shoul d contact the Single Famly Director in the |oca
HUD of fi ce and request pronpt resolution of the
appl i cati on.

Pre-Final Application Conference with Local Entities. Before HUD wil |
process the Final Application froma local entity, the applicant nust
have a conference--preferably at the applicant's office--with the HUD
office staff. The HUD office will arrange for the conference within 30
days of its receipt of the prelininary application

HUD may wai ve this location requirenent if the HUD office | acks trave
funds or staff travel tinme to devote to the conference. Under that
condition, the HUD office will hold the conference at its office;
however, in lieu of the face-to-face conference in the HUD office, the
applicant may request HUD to arrange for a conference call with the
applicant's staff at HUD expense.

During the conference or conference call, the HUD staff will do the
following to assist the applicant.

Revi ew of the Prelimnary Application with the applicant

Furni sh informati on and gui dance to the applicant regarding the
preparation of the Final Application

Answer questions, if any, about this handbook and its attachnents

Identify training needed by the applicant's staff to neet the
criteria in para. 2-2

Answer questions fromthe applicant

Fi nal Application Subnission Process for Local Entities and Application
Process for National, Regional, and Milti-State entities.

The | ocal applicant conpletes and submits its Final Application for
HUD Approval as a Housi ng Counseling Agency, Form HUD-9900B, after
the conference. HUD nust receive the Final Application no |ater
than ninety days after the conference; otherw se, a new conference
shoul d be held. Appendix 2 contains a sanple of the Fina
Application form
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2-6

onal, regional, and nmulti-State applicants subnit Form HUD
C.

Reviews the Final Application froma Local Entity and the
ication froma National, Regional, or Milti-State Applicant.

Timng. The HUD office will review the application within
thirty days of its receipt. Wthin 45 days HUD will notify
the applicant of HUD s decision regarding the acceptability of
the Final Application.

If the applicant does not receive either the

acknow edgenent letter or the approval/di sapprova

letter fromHUD within ten days of the relevant times set
forth in the above paragraph, the applicant agency shoul d
contact the HUD office

Responsibility. The HUD office perforns the review and sends
a decision letter to the applicant.

Criteria. The HUD office uses Form HUD- 9904, Checklist for
Revi ew of Application for HUD Approval as a Housi ng Counseling
Agency. See Appendix 3. The applicant may use this checklist
to determ ne the conpl eteness of its application; however, the
appl i cant does NOT include its checklist with its application

Approval / Di sapproval Deci sion

a. Approval . HUD s approval must be unconditional; i.e.
the applicant nmust fully neet the requirenents of this
handbook. The only exception is the audit requirenent.
Applicants that do not have audits conducted within the
12-month period i mediately preceding the date on which

they send their application to HUD, nust submit a witten

statenment to the effect that the applicant will contract
for an audit no later that six nonths after HUD grants
approval conditioned upon the conpletion of an audit.

The agency nust furnish a copy of the audit to the GIR in

the local HUD office in a tinmely manner

07/ 95

b. A letter of approval is prepared by the HUD of fice and
sent to the applicant agency. See Appendix 4 for a
sanple letter.

C. A letter of disapproval is prepared in which the

review ng office specifies the aspects of the applicant's

application that do not neet HUD s requirenents. See
Appendix 5 for a sanple letter



D. Upon receipt of a |letter of approval, the applicant signs and dates

the "Approval Accepted” lines on the letter and returns it to the
HUD of fi ce.
E. HUD i ssues a Certificate of HUD Approval as a Housi ng Counseling

Agency, Form HUD-9915, to the applicant. The Single Famly Director
in the local HUD Ofice is responsible for notifying the Ofice of
the Deputy Assistant Secretary for Single Family Housing. Use the
formats in Appendices 6 and 7. This formis available in a
WordPerfect file upon request to the Housing Counseling Program
Staff in Headquarters. Make such a request via cc mail. The file
permits field staff to type in the information regarding the
approved agency and print a copy for delivery to the agency.

F. Upon receipt of a |letter of disapproval, the applicant nay appea
the decision by witing to the HUD office that disapproved the
application or may submt a revised application. |If an applicant

decides to submt a revision, the applicant should consult the HUD
office in advance. Local entities nmay appeal to the Deputy

Assi stant Secretary for Single Fanmily Housing at HUD Headquarters
ONLY AFTER the applicant nakes an appeal to the original reviewng
office. National, Regional, and Milti-State organi zati ons send
their appeals to the Assistant Secretary for Housi ng- FHA
Conmmi ssi oner

2-6 Local Entities Located in One or Two States. HUD offices occasionally
recei ve applications for approval fromlocal entities |ocated in one or
two States with branch offices located in other HUD office
jurisdictions. This section provides instructions for processing an
application that falls within this type of situation.

A Processing Applications that Cross HUD Ofice Jurisdictions. This
process reduces to a mininumeffort required on the part of the
applicant entity and HUD. |Inplenenting the process will require

maxi mum cooperative effort by the entity and HUD as well as between
or anong HUD of fices
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1. HUD Ofices that Receive Prelimnary Applications. The HUD
office that receives a prelimnary application (Form HUD

9900A) will assure that the main office of the applicant
entity is located within the geographical jurisdiction of that

HUD of fi ce.

a. If that is true, the office will process the prelininary
application in accordance with paragraph 2-3 of this
handbook.

b. If the applicant's main office is not |located within the

recipient office's jurisdiction, that office will forward
the application to the correct HUD office and pronptly
notify the applicant in witing or by tel ephone.
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c. The HUD office that receives the application is not
required, at this stage of the application process, to
notify any other HUD office that m ght be affected by an
acceptabl e final application for approval; however, the
recipient office my, at its discretion, alert other
af fected offices regarding the receipt of the prelinmnary
appl i cation.

HUD Offices that Receive Final Applications. The HUD office
that receives a final application (Form HUD-9900B) from an
entity that submtted an acceptable prelininary application
(Form HUD- 9900A) will process the final application in
accordance with paragraph of Handbook 7610.1. Do NOT process
a final application unless you received an acceptabl e
prelimnary application

a. Unacceptabl e Final Application. |[|f your office never
approves a final application, no further action is
required of your office.

b. Acceptabl e Final Application. |f your office approves a
final application, do NOT send the approval letter to the
applicant until you conplete the foll owi ng steps,

Notification to Affected HUD O fi ces

a. Notify, in witing, each HUD office within which the
appl i cant has one or nore branch offices that you have
tentatively approved the applicant and its branch
of fices, if any.
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b. Include in your notice to the HUD office or offices a
copy of the applicant's prelimnary and fina
applications for optional review by those offices.

i cati on Review Options by Affected HUD Ofices. Your office may
the actions indicated in El THER paragraph 1 or 2 bel ow

Review the prelimnary and final applications in accordance
wi t h paragraph 2-3 of Handbook 7610.1 and notify the
application recipient HUD office accordingly; however, perform
this reviewin view of the fact that the recipient office

conpl eted a thorough review. Notify the application recipient
HUD office in witing of your determi nation to approve or
reject the application. |If your office disapproves, indicate
to that office the specific review deficiencies in the
appl i cation.

To expedite processing, your office may correspond directly
with the applicant regarding the correction of application
deficiencies; however, keep the application recipient office

i nformed of your actions. You may performthis latter activity
by tel ephone.



2. Accept the review by the application recipient HUD office
wi t hout further review by your office; HOMEVER, your office
must visit or consult by tel ephone with the applicant
regarding the agency's site to assure its conpliance with
paragraph K., Facilities, of Handbook 7610.1. Provide witten
acceptance to the application recipient office.

C. Moni t ori ng HuD- Approved Housi ng Counseling Agenci es with Branches
that cross HUD Jurisdictions. The HUD office that approved the
agency is responsible for nonitoring the agency.

2-7 Reapproval or Disapproval After a Biennial Perfornmance Review. The HUD
of fice must conduct a Biennial Performance Review for each of the
of fice's approved agencies. Chapter 5 describes the review and the
terns of reapproval or disapproval of an agency.
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2-8 Term nations of Approvals and Grants

A Approval s

1. HUD may withdraw the Certificate of Approval at any time for
any or all of the follow ng reasons.

a. at the conveni ence of the governnent

b. agency fails to maintain its conpliance with program
requirenents

C. agency fails to inplenment, in whole or in part, the
agency' s approved counseling plan.

2. The agency nay withdraw fromthe programat any tine. |[If an
agency that has a HUD grant terminates its approval, that
action also termnates the grant. Under a grant, the agency
will not receive paynments from HUD for any counseling
activities after the date on which the agency cancels the
approval .

3. Termnation by HUD and wi t hdrawal by an agency nust be in
writing.

4. \Wen termnation occurs or wthdrawal occurs, the agency nust
return to HUD any unexpired certificate of approval. A
TERM NATED AGENCY MUST NOT DI SPLAY A CERTI FI CATE OF HUD
APPROVAL. By accepting HUD approval, an agency inplicitly
agrees not to display a certificate of approval after
term nation of the approval or withdrawal fromthe program

B. Grants. Termnation is governed by the terns of the grant
agreement. ONLY THE GRANT OFFI CER MAY TERM NATE A GRANT ON BEHALF
OF HUD.



2-9 Agency | nformation Changes (See and use Appendi x7.)

A An approved agency nust notify the HUD Field Ofice in witing any
time the agency:

1. Loses its nonprofit status
2. No longer conmplies with |local and State requirenments

3. Changes any of these itens
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a. | ocation of any of its HUD approved offices
b. staff person responsible for the counseling program
C. address or tel ephone numnber
d. ZI P Code Areas fromwhich it has or has not received
clients over the past 12-nonth period (to add or delete
ZI P Codes)
e. any other aspect of its purpose or function that inpairs

its ability to conply with this handbook or, if the
agency is under a grant from HUD, the grant agreenent

Send the notification to the HUD Field Ofice within fifteen days
of any of the above occurrences so that correct referrals may be
nmade as appropriate and correspondence on programnmatters pronptly
recei ved.

B. The HUD Field O fice, upon receipt of a notice of any of the above
factors, must assure that the foll ow ng persons receive copies of
the notice. Use the format in Appendix 7 for this purpose.

1. Field Ofice staff person responsible for the counseling
program

2. Governnent Technical Representative in the and the Governnent
Technical Mnitor in the Field Ofice

3. Deputy Assistant Secretary for Single Fanily Housing in
Headquarters

2-10 Trai ni ng

A HUD s Responsibility. HUD will provide training to HUD approved
housi ng counsel i ng agenci es regardi ng HUD prograns applicable to
the agency's counseling program The availability of training
depends on these factors.

1. Availability of HUD Resources. The ability of HUD to provide
trai ni ng depends upon avail able staff tine and travel funds.
For this reason, advance planning is essential



2. Training Funds. Generally, HUD does not have funds to pay
participating agency staff travel and per diemcosts. |If
training funds becone available, HUD will notify all HUD
approved housi ng counsel i ng agenci es.
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3. Location of Training. Unless HUD has staff tine and trave
funds available to provide training in various |ocations,
training will take place at the HUD office.

4. Each HUD office with approved agencies will conduct a training
needs survey of those agencies during the first quarter of
each fiscal year. The office will use the format of Appendi x
18 for this purpose. The office will plan and provide for the
training no later than the end of the fourth quarter of the
fiscal year.

B. Agency Trai ning Needs and Requests

1. HUD does not have the resources to train individual housing
counsel ors on a one-to-one basis; however, HUD will rnake
avai | abl e, upon request from any agency, its program
publications. Send witten requests to the HUD office that
services your area

2. HUD may provide training to a group of agency staff.
CGenerally, this will require at least five participants
interested in the sane progran(s).

3. ldentifying and Meeting Training Needs. A HUD approved
housi ng counsel i ng agency or a group of agencies may request
training at any tine. Please use the format in Appendix 18
for this purpose. If a group request is nade, one agency
shoul d coordi nate the request and submit a conbi ned request on
the format of Appendi x 18.

C. Reports by HUD Field Ofices. Each Field Ofice will submt the
following information in the format in Appendi x 19, Report of
Trai ni ng Needs Survey and Provision of Training, to the Deputy
Assi stant Secretary for Single Famly Housing, Attention Housing
Counseling Staff by October 30 of each year. The report covers the
HUD fiscal year

D. Agenci es Responsibility. Approval of an agency by HUD indicates
that the agency has trained and experienced staff; however, as HUD
and ot her housing prograns and agency staff change, the need for
training arises. Each approved agency is responsible for the
foll owi ng aspects of training.

1. Requests training by HUD and other entities under whose
housi ng programnms the agency provi des counseling.
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2. Counseling Skills. HUD expects an approved agency to assure
t he upgradi ng of the counseling skills and techniques of its
housi ng counseling staff.

3. Referrals to Community Resources. HUD expects the agency to
assure that its housing counseling staff know about community
resources and how to nmake referrals of housing counseling
clients to those resources. This includes establishing a one-
to-one rapport with community resources staff.

4. State and Local Real Estate Laws. HUD expects the agency
housi ng counseling staff to possess a working know edge of all
current laws and ordi nances that relate to the housing
counseling services it provides to its clients.

5. Financing Options. HUD expects agency staff to have a
t hor ough know edge of all financing options available to its
clients.

6. Fair Housing Laws. HUD expects agency staff to have a
t horough know edge of Federal, State, and |ocal fair housing
laws that could affect a clients' efforts to nmeet housing
needs or resolve housing probl ens.
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